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ORB-5275-72

14 SEP 1972
HEHMORARDUM FOR: PRirector of Personnal
TRROVGH s+ Deputy lfrector for Sciemee and Techuology
SUVLJECT : Pecommendation for Quality Step Increase -

25X1A%9a

25X1A%9a

1. It iz recommended that [ of t:: Office ef the
DMrester for Research and Uevelopment be granted a Cuality Step Incresse
from ¢S-7, stap 5 to 05-7, step & in recognitien of her sustained
sxceptional performance durine fha past year, A copy of her most
recant fitness report is attached for referencs.

oX1A%9a

2. B - «:ithout doubt among the more capable, hard-vorkimg
and efficient secretaries in the Apency. She 1z intelliment snd uses
thiz asset in conducting her Juties. She ie {onovative in ergauisging her
worl: and the office procadures. _Is responsible for asevring 25X1A9a
propey distributiov, coordination sud follow-ep of all correspendence
and communicationg sntering the Cffice of the Director fer actien an well
as informatior. She determires the Touting according to the sulject
matter or the action necessitated by the contents of the document. The
amooth functioniny and flow of papervork can he attributed largely to 25X1A93a
tha competence with whf.c‘nﬁpﬁrfnmu this do» with » minimues

f supe n ] g% nee,

of supervision and guidanee 25X1A9a

3. Another exsmple of exenplary performance is [ G-
in editing and retyping the 1942 - 1368 ORD Elstorv. She sasistad io
the review and evaluation of the esrlier suzgentions from the CIA
historical Staff, revamping tne old waterial, resesarching additional
naterial, sod reformatting the compesited materisl. She completed 2
finighed report frou shorthand and handwyitten notes, fros filed
correspondance and notices and, in sone instances, by her parsonal
work on the basic history as writtem {n the firat of the "final” draftis,
In addition, she personally coordinsted the ORD effort with the DDS&T
iistorical Officer and participated in meetings to critique the work
asx 1t progressed. [ cocipleted this wert singlohandedly and
in addirion to her regular duties.

25X1A9%9a
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&, # third exampla relates te & €isnge inm & reportisg precedure
duricg tue past year that produced 8 nox requirewent which resulted
in & 4&-page document dasignated as the “Annual Report.” This comtined
the informstics for the Fresidest's Foreign Intelligence advisory Beard
and the Office alstery for the past twalve moathe, resronded
P on & short deadline by producing drafts from wery rough dars and on &
L weskend complated the fiual cepy siaglehandadly wich no supervision.

25X1A9a 5. iz maturz, performs in & prefassions] maower and
158 Tespected for ner unueual proficfency., compotance and effectiveneas.
¥uin 2ich qualitr of work has costinued for & sufficfant peried of
tive te indicate taat it 43 not speratic ssnd that it will centisus iu
tie futars, '

fo Coseeguently, 1t ia strossly recommesded tist a Cusiity Stap
intYasrse Lo pporoved and Lo affective at the fiver possinle apporrynity,

Savee Stevenn
Hrasror of fesveres and Develoument

AL L AL cant

Ao gimvis

SEROLE
seputy Uirseter for Sclovar and TRghnology  pate

The recoumendation ecutained Lo parasTsanh 1 1s approvad.

—o— v ot Bt

TLirector of Parsonnel
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Metrituticy: '
Crisieal & 1 - Addressee (Oririnal to be return d to U/OKD) w/att

- LLSET Curenoe w/o . att ’

- DJURR w/o att

~ OLSET Rezistyy w/o att

-~ Srecial Panel/O¥D w/o att

- C/88/0%D w/fo att

- 85/0RD/Chronc EYES ONLY y/o att

PJP*S\ré’Mld

25x1A9a Eo/oro/ppssT JE ds/3396 (8 Sept 72)
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MISSING PAGE

ORIGINAL DOCUMENT MISSIN GPRAGES):-.
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